CHAPTER 7
DETAI LS

7-1. GENERAL.

a. A detail is the tenporary assignnment of an enployee to a
different position or set of duties for a specified period, wth
the enpl oyee returning to his/her original position at the end of
the detail. There is no formal position change; officially the
enpl oyee continues to hold the position fromwhich detail ed and
keeps the sanme status and pay. Detail ed enployees receive no
addi tional conpensation and do not have to neet OPM s
qualification standards for the position to which detailed, but
shoul d be reasonably qualified to performthe expected duties.
Use of OPM s standards may be advisable if the detail is nade
under conpetitive procedures or if the position nmay |ater be
filled on a pernmanent basis.

b. An enployee who continues to carry out the duties of the
position to which permanently assigned and al so perforns sone of
the duties of another position for a limted tinme generally is
not considered to be on a detail.

c. Details are intended for neeting tenporary needs of the
agency’ s work program when necessary services cannot be provided
by other neans. Details can be used in situations such as
tenporary shortage of mlitary or civilian personnel or energency
work situations. A detail would nornmally be used to relieve
short-term shortages in personnel or a tenporary increase in the
work | oad, to assign duties of a new position to an enpl oyee
while it is in the planning stages or to fill a critical vacancy
while action is underway to fill it on a permanent basis. Except
for an energency detail of 30 days or |ess, an enpl oyee nay not
be detailed earlier than 3 nonths after appointnent from an
O fice of Personnel Managenent (OPM register.

d. Details normally are processed in 120-day i ncrenents.
For enpl oyees covered by the bargaining unit, the union contract
shoul d be reviewed prior to effecting a detail.

7-2. PROCEDURES.
a. Details to higher graded duties. Details to higher |evel
positions should be made conpetitively when the duration of the

detail and the nature of the assignnment are such that the
enpl oyee can be expected to performthe ngjority of the grade
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controlling duties. Extensions of details to higher graded
positions or with known pronotion potential nush be processed
under conpetitive procedures. Supervisors nust indicate the
reasons for the detail, nature of the duties to be performed, the
desired length of the detail, and all details and tenporary
pronotions during the preceding 12 nonths.

b. Details of 30 days or less to a higher graded position or
to a position with nore pronotion potential may be nmade on an
oral basis. However, the activity should maintain records of al
details. Wen the detail extends beyond 30 days or is originally
made for nore than 30 days, the detail nust be docunented by a
Request for Personnel Action (RPA), and forwarded to the Cvilian

Personnel Advisory Center (CPAC) for approval. Supervisors nust
indicate the reasons for the detail, nature of the duties to be
performed, and the desired I ength of the detail. The RPA nust

also reflect all details (oral and witten) and tenporary
pronotions during the preceding 12 nonths.

c. The negotiated Contract Agreenment requires supervisors to
tenporarily pronote the enpl oyee instead of detailing himwhen
the enployee is fully qualified for pronotion and the assi gnnment
is to higher graded duties for nore than 60 days. Supervisors
are encouraged to apply this sane provision to enpl oyees who are
not a part of the bargaining unit. Wen an enployee is fully
qualified for pronotion and is assigned to performthe duties of
an established bargaining unit position of a higher grade for
nore than 60 consecutive cal endar days, a tenporary pronotion
w Il be made in accordance with applicable rules and regul ati ons.
Tenporary pronotions for 120 consecutive cal endar days or |ess
may be nmade as exceptions to conpetitive nmerit pronotion
procedures; however, conpetitive procedures nust be used for any
tenporary pronotion in excess of 120 consecutive cal endar days.

d. Conpetitive Details. A detail to higher graded duties
must be conpetitive if it wll exceed a total of 120 days within
a 12-nonth period. An inportant aspect to keep in mnd is the
cunmul ative nature of the times within a 12-nonth period. Details
for 2 or 3 days at a tine need to be recorded so proper actions
can be taken at the various tine limt benchmarks. A discussion
shoul d be held with the affected enpl oyee, giving the reasons for
the detail, the length of the detail, and other avail able
i nformation.

e. Extending Tinme Limts. Details and extensions will be
l[imted to an initial period of no nore than 120 days. Details
may be extended in 120-day increnments, up to a maxi numof 1 year
This applies to details to unclassified duties and to equal,
| ower, or higher graded positions. Details to an organi zation
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undergoi ng a commercial activity study may be extended in 120-day
increnments, up to a maximum of 2 years (applies to details to
uncl assified duties and to equal, |ower, or higher graded
positions). Wuen it is found that a detail wll exceed the
limts described above, prior approval nust be submtted by the
supervisor to the CPAC along with an RPA at |east 45 days in
advance. No retroactive extension will be approved. The
authority to approve extensions of details beyond 1 year has been
del egated to installation conmanders by OPM

f. Detailing Tenporary Enployees. A tenporary enployee may
be detailed to another position, which neets the requirenents for
tenporary enploynent. Details of tenporary enpl oyees are subject
to the same tine limts and docunentation requirenents as details
of permanent enpl oyees.

g. The Union will be notified of any major reorganization,
which could result in nultiple details in excess of 30 days.
Notification will be furnished prior to the effective date of the
det ai | s.

7-3. DOCUMENTATI ON.

a. Although the Gvilian Personnel Advisory Center requires
no docunentation for sone details, the activity should maintain
conplete records. Wien docunentation is required, it wll be
recorded on the RPA and forwarded to CPAC for approval.

b. Details docunented by Notification of Personnel Action
(NPA), will be filed in the enployee’s official Personnel Fol der
and a copy of given to the enployee. No docunentation is
required for a detail to a position that is identical to the
enpl oyee’ s current position or that is of the sane grade, series,
and basic duties as the enployee’ s current position.
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